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Overview 
 

For the remainder of SY 2008/09 (2
nd

, 3
rd

 and 4
th

 terms), select schools will have the 

option to capture elementary student marks in DC STARS and generate electronic report 

cards for elementary students.  Elementary schools and Education Campuses can take 

part in this pilot and have their teachers enter elementary report card marks directly into 

DC STARS.  

 

Objective 

 

The purpose of this guide is to assist the users with entering Elementary School student 

marks into DCSTARS.  This will allow the schools to produce electronic report cards for 

each student.  
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Entering Marks for a Student 

 

At the end of a marking period, marks will be entered into DC STARS for every student.  

The point-of-contacts have the ability to enter marks in each subject area and skill levels 

for every student.  Follow these simple steps to enter the marks in DC STARS: 

 

1. Select the blue Navigation button.  This will open the Navigate To window. 

 

 
 

2. In the Navigate to window,  type dcps% in the find field, and select the Find 

button.  This will list all modules beginning with DCPS. 

 

 
 

3. Select the DCPS Elementary Mark Entry by Student by clicking the title, and 

select the Navigate to button. 

 



 

Electronic Elementary Report Card 

PILOT 

Point of Contact 

Mark Entry Guide 

 

eSIS v 10.1                        Ver. 1.0                        Updated: 01/12/09 Page 5 

 

 

2. In the Select Home Room window, select the homeroom teacher by clicking on 

the homeroom name, and click the Select button 

 

   
 

 

3. In the Mark Entry Screen, use the dropdown menu to select 

 the Reporting Term for entering marks. 

 

 
       

 

NOTE:  The 

selected Home 

Room is displayed.   
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The name of the first student in the homeroom will appear in alphabetical order.   

 

 
 

 

4. Enter the student’s mark in the Mark column for each Subject/Skill level.   

 

 
 

 

 

Use the 

up/down arrows 

to scroll to each 

student in the 

homeroom. 

 

Each of the 

Subject/Skills level 

for the student’s 

report card is listed 

under the 

Performance/Effort 

section.   
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5. If the user inserts an invalid mark, an Invalid Mark message will appear at the 

lower left corner of the screen.      

6. Select the Save button  to save your work. 

 

Entering Comments for a Student 
 

7. To enter student comments, click the Term Comments button. 

 

 
 

8.  Type the student comments in the Teacher Comments free-form text field. 

 

 
 

 

8.1 Click the Save  

button to save the 

comments. 

8.2 Click the door  to 

return to the Mark 

Entry screen. 

Note:  Enter 

teacher comments 

on the From  

Curriculum tab. 
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11. After all entries (marks and comments) are entered for a student’s report card, 

check the Mark Entry Complete for Student checkbox and click the Save  

button to save your work. 

 
 

12. Use the down arrow to advance to the next student. 

 
 

13. Repeat steps 4-12 until all of the students have received marks/comments for the 

Reporting Term. 

 

14. After all marks are entered for each student, select the next homeroom by clicking 

the Select Homeroom button.  This will open the Select Home Room window 

(as shown in step 2).  Repeat steps 2-14 until all homerooms are complete. 
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Entering Marks by Class 

 

Entering marks by class gives the user the ability to enter marks for each student in the 

homeroom at one time for each subject or skill area.  Follow these simple steps to enter 

the marks for each student in a class. 

 

1. Select the blue Navigation button.  This will open the Navigate To window. 

 

 
 

2. In the Navigate to window, type dcps% in the find field, and select the Find 

button.  This will list all modules beginning with DCPS. 

 

 
 

3. Select the DCPS Elementary Mark Entry by Student by clicking the title, and 

select the Navigate to button. 
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4. In the Select Home Room window, select the homeroom teacher by clicking on 

the homeroom name, and click the Select button to open the Elementary Mark 

Entry by Class screen. 

 

 
 

 

5. In the Elementary Mark Entry by Class screen, use the dropdown  

menu to select the Reporting Term for entering marks. 

 

 
 

NOTE:  The 

selected Home 

Room is displayed.   
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6. Select the grade level of the homeroom in the Grade column. 

 

 
 

After selecting the grade level, a list of subject/skill entries will populate the 

Subject/Skills section.   

 

7. Select the Subject/Skill for entering marks for each student in the selected 

homeroom.  The list of students’ names and pupil number will appear.   
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8.  Enter each student’s mark in the Mark column for the selected Subject/Skill 

area.   

 

 
 

If the user inserts an invalid mark, an Invalid Mark message will appear. 

   

 
 

Select OK and proceed to enter the correct letter/number mark for the students. 

 

9. Select the Save button  to save your work. 

 

10. Select the next Subject/Skills area for entry of marks by clicking on the next 

description.   
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Note:  Under READING/ENGLISH LANGUAGE ARTS (Overall), there are 

numerous skill levels under Language Development.   

 

 
 

11. Repeat steps 8-9 until all of the marks are entered for each student per 

Subject/Skill level. 

 

12. After all marks for the class are entered in the Subject/Skills section, check the 

Mark Entry Complete for Student checkbox and click the Save  button to 

save your work. 
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Select the next homeroom by clicking the Select Homeroom button.   

 

 
 

This will open the Select Home Room window.   Repeat steps 4-12 until mark entries for 

all homerooms are complete. 

 

Entering Comments 
 

13. To enter a comment for each student, click the student’s pupil number (this 

ensures that the correct comment will be entered for the selected student) and 

select the Term Comments button. 

 

9999999 
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14. Type the student comments in the Teacher Comments free-form text field. 

 

 

 
 

 

15. From the DCPS Elementary Mark Entry by Class screen, select a different 

student by clicking the pupil number and continue entering Teacher Comments. 

 

16. Select Term Comments as discussed in Step 13, and repeat steps 13-16 until all 

teacher comments are entered for each student. 

 

11.1 Click the Save  

button to save the 

student comments and 

11.2. Click the door  

to return to the Mark 

Entry screen. 
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Printing Report Cards 

 

To print Elementary School report cards, click the Reports button. 

 

 
 

In the reports window, expand the 00 DCPS Most Common Reports folder and select 

DCPS Elementary Report Card by double clicking the option. 
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The Run Report window will appear.   

 

FOR ELEMENTARY SCHOOLS:  Click the Run Extract for All Students button 

to retrieve a count for all students.  

 

 

 
 

Click the Run Report button to begin the process of creating Elementary Report Cards 

for all students. 

 

FOR EDUCATION CAMPUS:  Click the Specify Extract Criteria button to ONLY 

select elementary grade students. 

 

  
 

 

 

 

 

 

The total count of students 

within the school will be 

generated in the Count 

window.  

The Demographic Extract 

window will appear.  
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In the Demographic Extract, click the Clear Extract Criteria button to reset any 

previous queries. 

 

 
 

Check the NOT checkbox to disregard students in the middle grades during the query. 

Use the Grades dropdown menu to select all of the middle grade levels.  By using the 

NOT checkbox and Grades selection, DC STARS will only use your lower grade levels 

for running report cards.   
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Select the Run Extract  button. 

The Processing Extract Criteria window will appear with a count of all of your 

elementary grade students. 

 

 
 

Click the Go Back button to return to the Demographic Extract window, and click the 

door .    

 

Notice the new count number is reflected in the Count field of the Run Report window. 

 

 
 

Click the Run Report button to begin the process of creating Elementary Report Cards 

for the specified students. 
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For Elementary and EC:  In the Elementary Report Card window, click the drop 

down menu for and select the appropriate Advisory. 

 

 
 

Click the Printer icon  to print the report cards for all students. 
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Sample report card printed from DC STARS 
 

 

 


